ENGG. SALMAN AHMED SHAIKH 


Manager Administration 


OBJECTIVE: 


Experienced Office Management and Administration Professional experienced optimizing productivity, 
efficiency and service quality across various environments. Highly dependable, ethical and reliable support 
specialist and leader that blends advanced organizational, technical and business acumen. Works effectively 
with cross-functional teams in ensuring operational and service excellence. 


EDUCATION: 


B.S (Computer Engineering) 
Sir Syed University of Engineering & Technology 
(1999-2003) 


CERTIFICATIONS & TRAININGS AT WORK: 


> The Committed Learner (PIA Contact Center). 

> Customer Services Communication (PIA Contact Center). 

> Procurement & Supply Chain Management 2014 Islamabad. 
(National AIDS Control Program, Government of Pakistan). 

> A Management Information System 2015 Islamabad. 
(National AIDS Control Program, Government of Pakistan). 

> Management Information System 2019 Islamabad. 
(National AIDS Control Program, Government of Pakistan). 

WORK EXPERIENCE: 


Sinan Builders & Developers PVT (Ltd.) 
Manager Administration 
Karachi - January 2020 - Currently working 
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Managed supervisor itinerary and appointments and streamlined scheduling procedures. 

Developed internal requirements and standards to minimize regulatory risks and liability across projects. 

Developed highly-efficient administrative team through ongoing coaching and professional development opportunities. 
Maintained primary relationship accountability for clients, overall servicing responsibility and client satisfaction to maximize 
profitability of client relationships. 

Implemented project management techniques to overcome obstacles and increase team productivity. 

Hired, managed, developed and trained staff, established and monitored goals, conducted performance reviews and 
administered salaries for staff. 

Kept operations in compliance with regulations by developing and directing effective internal systems. 

Trained employees in company and regulatory compliance requirements to promote conformance. 

Analyzed data related to administrative costs and spending trends to prepare budgets for personnel. 

Assigned tasks and directed team of office clerks. 

Established workflow processes, monitored daily productivity and implemented modifications to improve overall performance 
of personnel. 

Oversaw office inventory activities by ordering and requisitions and stocking and shipment receiving. 


GLOBAL FUND 
Data Entry Operator 
Karachi - January 2014 - December 2019 
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Completed data entry tasks with accuracy and efficiency. 

Maintained files, records and chronologies of entry activities. 

Corrected data entry errors to prevent duplication or data degradation. 

Sent completed entries for evaluation and final approval. 

Organized, sorted and checked input data against original documents. 

Produced monthly reports with advanced Excel spreadsheet functions. 

Compiled and verified accuracy and sorting information to prepare source data for computer entry. 

Managed documents by organizing forms, making photocopies, filing records, preparing correspondence and creating reports. 
Added documents to file records and created new records to support filing needs. 

Increased data-entry productivity by maintaining detailed logs of data projects, identifying issues and improving them. 
Kept optimal quality levels to prevent critical errors and support team performance targets. 


MINISTRY OF EDUCATION & LITERACY, GOVERNMENT OF SINDH 


Office Assistant 
Karachi - December 2011 - March 2013 
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Provided clerical support, addressing routine and special requirements. 

Completed clerical tasks such as filing, copying and distributing mail. 

Produced high-quality communications for internal and external use. 

Welcomed office visitors and alerted staff to arrivals of scheduled appointments. 

Executed record filing system to improve document organization and management. 

Developed correspondence letters, memos and emails. 

Prepared meeting rooms and materials and recorded important information. 

Scheduled office equipment repair and maintenance to extend equipment lifespan and prevent unplanned downtime. 
Drafted common document templates to reduce time spent creating documents from scratch. 

Streamlined document processing to improve traceability. 

Kept office supplies well organized and sufficiently stocked, placing orders promptly to replenish materials before depleted. 
Promptly received and forwarded incoming communications, such as phone calls, emails and letters, to appropriate staff. 


GREENLAND TRAVEL 
Traveling Consultant (United Kingdom Market) 
Karachi - May 2007 - December 2008 
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Collaborated with team members to achieve target results. 

Worked with customers to understand needs and provide excellent service. 
Resolved problems, improved operations and provided exceptional service. 
Participated in team-building activities to enhance working relationships. 
Resolved conflicts and negotiated mutually beneficial agreements between parties. 


PAKISTAN INTERNATIONAL AIRLINE (PIA) 
Traveling Consultant 
Karachi - September 2004 - May 2007 
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Proved successful working within tight deadlines and fast-paced atmosphere. 

Participated in continuous improvement by generating suggestions, engaging in problem-solving activities to support 
teamwork. 

Improved operations through consistent hard work and dedication. 

Used coordination and planning skills to achieve results according to schedule. 

Offered friendly and efficient service to customers, handled challenging situations with ease. 

Completed paperwork, recognizing discrepancies and promptly addressing for resolution. 


CONTACT: 


Address: Flat no.106, 1st Floor Kohinoor Centre, Marshal Street, 


Preedy Quarters near Jubilee cloth market Karachi. 


E-mail: Salman-shaikh@hotmail.com. 
Contact: 0300-3651018/0300-2287048. 


